WORD 2007 PD Task 4

HOME TAB

Edit Text
Format the font size, style, and color; and use the Bold, Italic, Underline, and
Change Case commands.
Format Font Style:
Select the text you wish to modify. Ty -
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Format Font Color: % Times New Roman
Select the text you wish to modify. All Fonts in
Left-click the drop-down arrow next to the font T dgney P

& Albertus MT

color box on the Home tab. The font color
menu appears.

Move your cursor over the various font colors. A live preview of the color will
appear in the document.

Format Font Size:

Select the text you wish to modify.

Left-click the drop-down arrow next to the font size box on the Home tab. The
font size drop-down menu appears.

Move your cursor over the various font sizes. A live preview of the font size will
appear in the document.

Use the Bold, Italic, and Underline Commands:

Select the text you wish to modify.
Click the Bold, Italic, or Underline command in the Font group on the Home tab.
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To Change the Text Case: Calibri eI TS

Select the text you wish to modify. E e e e ]
Click the Change Case command in the Font group
on the Home tab.

Select one of the case options from the list.
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